?ACARD'NAH Procurement Job Aid

Professional Services Purchase Orders

About Professional Services Purchase Orders:

Cardinal tracks all vendor expenditures against contracts using the Purchase Order. As a means to
manage contract activities, to include TASK ORDERS, the Purchase Order is the system tool for easy
reference and reporting. Purchase Orders are sent electronically (through eVA) to the vendor to confirm
orders. As changes are made, confirmation orders will also be automatically sent. Those individuals with
the approved role(s) will be able to add and/or update POs as necessary. The following represents a
typical scenario used to create a Purchase Order and to add a Task Order related to a contract.

ENTERING A NEW PURCHASE ORDER: Pages 1-14
MANAGING TASK ORDERS: Pages 15-29

ENTERING A NEW PURCHASE ORDER:
Note: Typically, you would only create 1 Purchase Order per Contract.

4 CARDINAL
o Home | Workist | AddtoFavortes | Sign out
Favorites = Main Menu > Purch_asmg > Purchasg Orders > Add/Update POs
@ New Window () Help [ http
Purchase Order
Find an Existing Value i;iii iiliii

Business Unif]50100 @,
PO ID: NEXT

Find an Existing Value | Add a New Value

Navigate: Main Menu > Purchasing > Purchase Orders > Add/Update Pos.

Select Add a New Value tab.

Business Unit defaults to 50100, PO ID defaults to NEXT. DO NOT change the default values.
Click Add button.
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CARDINAL

Procurement Job Aid

Professional Services Purchase Orders

Jork Add to Favorites |  Sign out
Favorites  Main Menu > Purdlashg > Purchangrders > Add/Update POs

@ New Window @) Help chustomlze Page E http &
Purchase Order

Purchase Order

Business Unit: 50100
POID: NEXT

Copy From: v [[J Hold From Further Processing

PO Status: Open 4

*PO Date: - N

Vendor: [TELVENTUS-001 (@ oo Details
Receipt Status:

*Vendor ID: (0000034409 @, TeentUsA LLC Not Recvd
k. Bispateh

“Buyer: WIKE AL i, MIKE (VDOT) Dispatch Method:

PO Reference: [ eVA PO Type: R01 @, Routine Bill Vendor
€VA Order Method: [prRNT @

Web IMS?: eVA Interfaced: NSEV @
eVA Dttm:

Header Details Activity Summary Use Procurement Card

PO Defaults A SUmaTY |

Add Comments

PO Activities Add ShipTo Comments Merchandise: 0.00
Freight/Tax/Misc.: 0.00 Calculate
Total Amount: 0.00 USD

5 Enter the vendor by Vendor (name) or Vendor ID for your contract.

| Workist | AddtoFavortes | Sign out
Favov s Mahyenu > Purdlas"\g > Purchasgorders > Add/Update POs

ENew Window @DHelp [ Customize Page Ehtp &
Purchase Order

Purchase Order

Business Unit: 50100
POID: NEXT

PO Status: Open &

] Hold From Further Processing

Contract
Purchase Order
Requisition

Vendor Search

Vendor: vendor il ——
ecei| atus:

*Vendor ID: [0000034209 @ TelentUSA LLC NotReowd

*Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch Me i

PO Reference: [ eVA PO Type: RO1 @, Routine Bill Vendor
€VA Order Method: [PRNT'@,

Web IMS?: VA Interfaced: INSEV @
€VA Dittm:

Header Details Activity Summary Use Procurement Card

PO Defauits Amount Summary E

Add Comments g

PO Activities Add ShipTo C Merchandise: 0.00 _
FreightTax/Misc.: 0.00 Calculate
Total Amount: 0.00 USD

Purchasing Kit Catalog ltem Search

Statuses tem Information Aftributes

RFQ | Contract

|Line item Description POQty ‘UOM  Category Price ""‘m"; Status

1 B Q =& (S o 0o00/open | [ & [
- Close ShortAll Lines “Gotor | More v

View vals .

) save | | =] Notity | [ Refresh

(4 Add | ] Updateisplay.

6 Select Contract from the Copy From field.
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| wWorkist | AddtoFavortes | Sign out

Favorites © Main Menu > Purdlamg > Purd\asgorders > Add/Update POs

@ New Window J) Help .:( Customize Page = hitp
Maintain Purchase Order

Copy Purchase Order from Contract

Contract Selection Criteria
Contract SetiD: A Vendor: [TELVENT Us-001 @,
Contract ID: |0000000000000000000041135 ¢ Vendor ID: [o000034400 @,

L] Allow Open Item Contract Only Master Contract: [ Q

Contracts More Details

Select  SetiD Contract Description Vendor 1D Begin Date Expire Date

STATE  0000000000000000000041135 NORTHERN REGION TOC OPERATIONS 0000034409 12/06/2012 1213112013

' OK Icanw Refresh

7 Enter Contract ID and Click on Search button.

8 Select contract check box and click OK.

48 CARDINAL

| wWorkist | AddtoFavortes | Sign out
Favorites i Main Menu > Purchasing > Purchase Orders > Add/Update POs

& New window (Z)Help [ Customize Page Entp &l
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Open C4

PO ID: NEXT

Copy From: [ Hold From Further Processing

50 Date baremo1s  [® vendorSearch

Vendor: TELVENTUS-001 @, Vendor Details
Receipt Status:

*Vendor ID: 0000034409 @, TelentUsA LLC NotRecva
* E Bispator

“Buyer: VIKE HALL Q. _all ke VDOT Dispatch Method =

! 1 i

PO Reference: NORTHERN REGION TOC OPERATIONS VA PO Type: Ro1_@, Routine Bil Vendor
eVA Order Method: PRNT @,

Web IMS2: eVA Interfaced: NSEV @,
VA Ditm:

Header Details Activity Summary Use Procurement Card

FODefaute E

Add Comments

PO Activities Add ShipTo Comments Merchandise: 566107240
FreightTax/Misc.: 000 Calculate
Total Amount: 5,661,072.40 USD

Purchasing Kit Catalog Item Search

"""  Ship To/DueDate | Statuses | ftem information Contract | Receiving

Line Item Description PO Qty ‘UOM  Category Price Merchandise  status

1 B @, [NORTHERN =& 10000 [EA @, [o68B4E@, 566107240000 566107240 0pen O [E [E (=
Close Short All Lines *Goto: ‘ - More ... ']

View Approvals

G Save | [=] Netify | |&3 Refresh

|Ch add | 7] Updateisplay

9 Purchase Order is updated and shows contract and line data.

10 Click on the Attributes tab.
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Purchasing Kit Catalog ltem Search

Statuses || ftem Information RFQ | Contract | Receiving
Line Item Description Physical Nature *Price Qty *Price Date Amount Only
1 ) | @, [NORTHERN %@ {Guuds VJ ‘Llne Quar v] ‘Dus V‘ ==
ST — | CloseShottAllLines *Go to: ‘ - More vJ
[5) save | [ Netity | |&¥ Refresh |Cs Add 2] Updateispiay

11 Check the Amount Only check box.
12 Click on the Details tab.

Add to Favorites |  Sign out

Favovntes Mzhyenu > Purdlas‘ng > Pulchasgorders > Add/Update POs
@ NewWindow (@D Help [# Customize Page Ehtp A
in Purchase Order
Purchase Order

Business Unit: 50100 PO Status: Open 4
POID: NEXT

Copy From: v [JHold From Further Processing

*PO Date: [041182013 B vendor Search

Vendor: TELVENTUS-001 @ oo petails
Receipt Status:

“Venktox 10: 000034408 A Tementusa LG HolRéa

a “ Bispateh

“Biyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch Method:

PO Reference: [NORTHERN REGION TOC OPERATIONS €VA PO Type: RO1 Q Routine Bill Vendor
VA Order Method: [PRNTI@,

Web IMS?: eVA Interfaced: NSEV @
eVA Dttm:

Header Details Activity Summary Use Procurement Card

PO Defaults A SUNRALY |

Add Comments

PO Activities Add ShipTo Comments Merchandise: 5,661,072.40
Freight/Tax/Misc.: 0.00 Calculate
Total Amount: 5661,072.40 USD

Purchasing Kit Catalog Item Search

" Details Ship To/Due Date Statuses tem Information Aftributes RFQ Contract Receiving

i Merchandise
Line Item Description PO Qty pom Category Price etk fatus
1 [ @, [NORTHERN == 10000 [EA |@, (o828 @f (5661072400 | | 55661,072.40 §pen O.-:J =
Close Short All Lines “Goto: |- More v/
View roval:
(5] save | |=] Notify. |& Refresh 4 Add | | 7] UpdateDisplay

13 PO Qty locks down to a value of 1. Enter or adjust Price to match the contract value.

14 Click on the Schedule icon.
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| -

| CARDINAL

— Home | Workist | AddtoFavorites | Signout
Favovrites Ma’nvMenu > Purdlas‘ng > Purchasg Orders > Add/Update POs
@ Newwindow (@ Help [& Customize Page [ nitp

Maintain Purchase Order

Schedules

Unit: 50100 Vendor: TELVENT US-001 PO Status: Open

POID: NEXT PO Date: 04/18/12013

Return to Main Page

Item:

NORTHERN REGION TOC

Merchandise Amt: 5,661,072.40 USD
Details Statuses Shipment Matching Receiving Freight
—
" ., " Merchandise
Sched ‘Due Date 'Ship To PO Qty Price 7 Status
1 @ (0411822013 B [cNTRLOFZ @ =

1.0000 [ 5,661,072.40000
Add ShipTo Comments

5,661,072.40 Active ® & B B ==

[E) save | [=] wotity| (& Refresh

[s Add | 7| UpdateDisplay

15 Values are defaulted in as shown. Change as necessary.
16 Click on the Distribution icon.

¥ CARDINAL

Favorites ~ Main Menu > Purd'las'ng > Puldwaseorders > Add/Update POs

Home | Workist | AddtoFavortes | Signout
20 New Window ‘f) Help ._of Customize Page 3 hitp
Maintain Purchase Order
Distributions for Schedule 1
Unit: 50100 Vendor: TELVENT US-001
PO ID: NEXT Item: NORTHERN REGION TOC
Line: 1
Schedule: 1 Status: Active
*Distribute By: Amount ¥ Schedule Qty: 1.0000
Merchandise Amount:
SpeedChart: @ yuiti-Speedcharts

5,661,072.40 USD
5,661,072.40 USD

Merchandise B .
Dist Status Percent [Am Currency 'GL Unit Entry Event "Account

Fund Program Department Cost Center
1 Open  [100.0000 | 5661,072.40 USD Jeo100 (@ | @, (5012550 @, (04100 @, |[604004 @, [19084 Q | QI
< i |

| S

17 Enter a valid Chart of Accounts. In this case, you might enter an Administrative Overhead charge
since this is not project specific at this time.

18 Click OK.
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| Workist | AddtoFavortes | Sign out

Favorites © Main Menu > Purdlashg > Purchasgorders > Add/Update POs

2 New Window @ Help \3{ Customize Page B hitp

Purchase Order

Schedules
Unit: 50100 Vendor: TELVENT US-001 PO Status: Open
POID: NEXT PO Date: 04/18/2013

Return to Main Page

Line: 1 Item: NORTHERN REGION TOC PO Qty: 1.0000 EA Merchandise Amt: 5,661,072.40 USD

Details Statuses Shipment Matching Receiving FEreight RV

Sched “Due Date *Ship To *PO Gty Price Merchandise status
1 @ [oan8r013 B [cNTRLOF2 @ = 1.0000 [ 5,661,072.40000 5,661,072.40 Active > a P B HE=

Add ShipTo Comments

| save | |=] Notify |& Refresh (s Add | | 2] Updatemisplay |

19 Click Return to Main Page hyperlink.

) CARDINAL

| workist | AddtoFavortes | Signout
Favorites - Main Menu > Purdlas‘ng > Purchasgorders > Add/Update POs

2 New Window \Z) Help E(Cuslomu.e Page i) http &
Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Open 4

POID: NEXT

Copy From: v [JHold From Further Processing

~ Header

*PO Date: [0411872013 B vendor Search

Vendor: [TELVENT US-001 Vendor Details

. S Receipt Status:

*Vendor ID: [0000034409 A TeNEN U e Not Recvd
* D) tch

“Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch Method: o3 £l

PO Reference: [NORTHERN REGION TOC OPERATIONS €VA PO Type: RO1_ @, Routine Bill Vendor
eVA Order Method: [PrRNT @,

Web IMS?: eVA Interfaced: INSEV @
eVA Dttm:

Header Details Activity Summary Use Procurement Card

PO Defaults

Amount Summary =
Add Comments

PO Activities Add ShipTo Comment; Merchandise: 5,661,072.40 I
FreightTax/Misc.: 0.00 Calculate
Total Amount: 5661,072.40 USD

Purchasing Kit Catalog ltem Search

Statuses Item information Attributes RFQ Contract Receiving

;Uﬂe tem Description PO Qty ‘WOM  Category Price "”"""“”I S€  Status

11 B @, [NORTHERN = & 10000 [EA @, (068848@, (5661072400 | [ 566107240 0pen O [B & [=
Close Short All Lines *Go to: l More v

View roval

) save | =] Notity | |&Z Refresh (4 Add | | 7] Updatemispiay

20 Click on the Vendor Details hyperlink.

Page 6 of 29 Last Updated 10/14/2013
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Home | Workist | AddtoFavortes | Sign out

Favn_rn:es i Man_Menu > Purdlas'ng > Purchasg Orders > Add/Update POs
{9 New Window é) Help \:{Cus\omlle Page [ hitp
Maintain Purchase Order
Vendor Details -- Telvent USA LLC
Business Unit: 50100 POID: NEXT Vendor: TELVENT US-001
*Location: [man 2 Vendor Information
“Address: \ [ 5} Showadaress Detais Terms: [0 S [T
Contact: \ “U Show Contact Details Basis Date Type: | Prompt Payment (v
Salesperson: | 2 show Salesperson Details
Vendor Details Message
Country: USA United States Prefix:
Address 1: 1390 Piccard Drive Fax: 301/354-5567
Address 2: Suite 200 Prefix: 1
Address 3: VA10051802 Phone: 301/354-1366
City: Rockville
County: 131945156 Postal: 20850
State: MD Waryland

I\ OK | Cancel | Refresh

21 Vendor Details are displayed as shown. Verify the selected Address is accurate or change as
necessary.

22 Click on Terms lookup icon.

Favn_rn:es i Man_Menu > Purdlas'ng > Purchasg Orders » Add/Update POs

Home | Workist | AddtoFavortes | Sign out

Look Up

Look Up Terms

SetiD: STATE
Payment Terms ID: | begins with v

LookUp | Clear | Cancel BasicLaookup

Search Results
First [q] 1-2 of2 Last

01t i Payment Terms
Description  Deseription g,
Due Now Due Immediately Single

23 Select 00 Due Immediately Payment Term
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Home | Workist | AddtoFavortes | Sign out
Favorites © Main Menu > Puvdlaslng > Purdnsgorders > Add/Update POs

& New Window \_’) Help d Customize Page ) hitp
Maintain Purchase Order

Vendor Details -- Telvent USA LLC

Business Unit 50100 POID:  NEXT Vendor: TELVENT US-001
ol acalioi [MAIN Q Vendor information
*Address: ‘ 49, | show Address Details Terms: |00 } ue Immediately
Contact: [ .| show Contact Details Basis Date Type: | PromptPaymenfli v i
salesperson: | @, | show Salesperson Details —
Vendor Details Message
Recpt Date

Country: USA . Ship Date

United States Prefix: User Date
Address 1: 1390 Piccard Drive Fax: 301/354-5567
Address 2: Suite 200 Prefix: 1
Address 3: VA10051802 Phone: 301/354-1366
City: Rockville
County: 131945156 Postal: 20850
State: MD Maryland

24 Click on the Basis Date Type dropdown.

25 Select Inv Date from the list.

Add to Favorites

Favorites | Main Menu > Purdlasng > Purchasg Orders > Add/Update POs

& New window (D)Help [# Customize Page [ hitp
Maintain Purchase Order

Vendor Details - Telvent USA LLC

Business Unit: 50100 POID: NEXT Vendor: TELVENT US-001
L ocation: [MAIN @ Vendor Information
*Address: \ 49 show Address Details Terms: oo L ———
Contact: \ 2, [ Show Contact Details Basis Date Type: |1 Date v

Salesperson: | @, | show Salesperson Details

Vendor Details Message

Country: USA  United States Prefix:

Address 1: 1390 Piccard Drive Fax: 301/354-5567
Address 2: Suite 200 Prefix: 1

Address 3: VA10051802 Phone: 301/354-1366
City: Rockville

County: 131945156 Postal: 20850

State: MD Maryland

l ot(llcanoeolﬂeﬂesn

26 Click OK.
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Purchase Order

Business Unit: 50100 PO Status: Open Cs
POID: NEXT
Copy From: ™ [ Hold From Further Processing
+ Header
*PO Date: [o4118/2013 B vendor Search
Vendor: [TELVENTUS-001 @ oo oo betails
S Receipt Status:
*Vendor ID: |oo00034408 @, TelentUsA LLC Not Recvd
N . Dispatof
“Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch Method:
: RO1 i
PO Reference: [NORTHERN REGION TOC OPERATIONS VA PO Type: . Routine Bill Vendor
&VA Order Method: [PRNT @,
Web IMS?: VA Interfaced: NSEV @,
VA Dittm:
Header Details Activity Summary Use Procurement Card
— S —
Add Comments h
PO Adliviies R00 SNIDTO CommMments Merchandise: 5,661,072.40
FreightTax/Misc.: 000 Calculate
Total Amount: 5,661,072.40 USD

Purchasing Kit Catalog ltem Search

Details Ship To/Due Date | Statuses Jtem Information Attributes BFQ | Contract

Line Item Description *Receiving Required Close Short

1 B | o [noRTHERN == | r— | G|E
R Close Short All Lines *Go to: ‘ More A

() Save | [[=] Notity | | Refresh [Cs Add 7] Updateisplay

27 Click on Receiving tab.
28 Enter Do Not as shown.

29 Click on Add Comments hyperlink.

PO Header Comments

Business Unit: 50100 POID: NEXT Vendor: TELVENT US-001

*Sort Method: Comment Time Stamp v *Sort Ascending v| Sort

Find | view Al First Kl 1071 D Last

Use Standard Comments Comment Status: Active Inactivate | +|
This PO is a result of Contract # 41135, RFP # X0000CC00C( and is for billing purposes only. fﬂ@
I Send to Vendor I [ show at Receipt
Show at Voucher

Attachment:

From - PO 50100-NEXT

e

30 Enter comments as applicable (Example shown).

31 Check Send To Vendor box, if comment is to show on the PO.

32 Click Attach box if you wish to attach files to the PO. Example(s): RFP, 2-Party Agreement, etc.
33 Click OK.
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) CARDINAL

Home | Workist | AddtoFavorites | Sign out
Favorites  Main Menu > Purdlasng > Purmasgorders > Add/Update POs

2 New Window ‘3)He!p Q{CuslomlzeFage Emm e )

in Purchase Order
Purchase Order

1l i PO Status: Open X
POID: 0001056490

Copy From: v [JHold From Further Processing
v Header
*pO Date: [0ar18r2013 B Vendor Search
Vendor: TELVENTUs-001 @, Vendor Details
——— Receipt Status:
*Vendor ID: [0000034209 @, TelentUsA LLC it Rac
; D thod: Djspatol
*Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch e -
PO Reference: [NORTHERN REGION TOC OPERATIONS €VA PO Type: |&% Routine Bill Vendor
€VA Order Method: [PRNT/,
Web IMS?: eVA Interfaced: NSEV @,
eVA Dttm:
Header Details Activity Summary Use Procurement Card
£ Dotk o e [ Amount Symmary |
Requisitions Edit Comments X
PO Adiities Add ShipTo Comments Morchisndise: 5,661,072.40
Freight/Tax/Misc.: 0.00 Calculate
Total Amount: 5,661,072.40 USD
Catalog ltem Search Line: | Q1o [ @, Retrieve
Customize | Find | View A1 ] 5
Ship To/Due Date Statuses tem Information Attributes RFQ Contract Receiving
5 Merchandise
Line ltem Description PO Qty uom Category Price e, Status
1 B @, [NORTHERN =2 8] 1.0000 [EA @, [96884€@, 5661,07240000 [566107240 0pen O [@ & [
Close Short All Lines “Goto: |- More v/
View rovals
41[%5-»» Return to Search | =] Notify &> Refresh Ehadd)| [FlpdateDisple 8 |
34 Click on the Save button.
35 Once the PO is saved and PO ID # is displayed.
36 PO Status is Open and ready for approval.
37 Click on the Green checkmark to send forward for approval.
Add Items From
Catalog ltem Search Line: @ 10 | 2. Retrieve

Customize | Find | Vie:

Details Ship To/Due Date Statuses ftem Information Afiributes ~ RFQ Contract | Receiving

Line tem Description PO Qty *UOM  Category Price ""mm’; Status
1 = [ @, [NORTHERN =2 8 1.0000 [EA |@, [068846@, 5,661,072.40000 = |[5.661,07240 Pending > [ES] =
Close Short All Lines sGoto: | More v|
View Approvals
|5l save | [G ReturntoSearch [ Notity = &3 Refresh [Boadd) (Eapisicpispisy 1

38 Click on View Approvals hyperlink — to see who the PO went to for approval.
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CARDINAL

Fa\m_ntes Man_Menu > Purdlasng > Purdwass Orders > Add/Update POs

| workist | AddtoFavortes | Sign out

[# Customize Page
View Approvals

Business Unit: 50100

POID: 0001056490 PO Status: Pend Appr

PO Total: 566107240 USD PO Date: 0411812013

Vendor ID: 0000034409 TelventUSA LLC

Buyer: MIKE HALL Justification:

PO Reference: NORTHERN REGION TOC OPERATIONS No justification entered by buyer.
EditPO

» Review Lines

+ Review | Edit Approvers
POICO for Supervisor Action

~ Purchase Order 0001056490:Pending  [¥]Start ew Paln
Buyer Supervisor o Req
Pending

McCracken, Stacy (VDOT:!
C Buyer's Supervisor -+

Return to Purchase Order

39 PO routes to your Supervisor for approval.

40 Supervisor receives an email with notification that a PO requires their attention.

| workist | AddtoFavortes | Signout
I

Favorites  Main Menu > Workist > Workist
@NewWindow j)Help ‘jcuslomlzePage Ennp b ]

Worklist for STACY.MCCRACKEN: McCracken, Stacy (VDOT)

Detail View Work List Filters: o) E) Feed ~

Customize | Fing | View A1 | B |

From Date from Work ltem Worked By Activity Priority
urchaseOrder, 171561, 50100)
Hall, Mike (VDOT)  04/18/2013 Approval Routing Approval Workflow [2-Medium E“-’U—~ o éﬁosr?Tio‘lQQ larsWorke ; )
$0-1D.000705640)
Urcl
Hall, Mike (VDOT)  04/11/2013 Approval Routing Approval Workflow 2-Medium v\ 1901 01 01 N 0

BUSINESS UNIT:50100 HEC - ! ) ‘ E
PO 1D:0001056486
Purcha §eolder 171541, 50100,
Hall, Mike (VDOT)  04/10/2013 Approval Routing Approval Workflow 2-Medium v 1901 01 01 MariWorked Reassign
PO _1D:0001056482 ID 00010! 6482
Purcnaseomer0171=31 50100 ‘

Hall, Mike (VDOT) | 04/09/2013 Approval Routing Approval Workflow 2-edum | IREHLT 0100 NerkiWorked Reassign
PO D000T056488

41 Supervisor clicks on the Worklist.

42 Supervisor clicks on item hyperlink, which opens the Purchase Order for action.
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i

Home | Workist | AddtoFavorites | Sign out
Favorites  Main Menu > Workist > Workist

[& Customize Page
Purchase Order Approval

Business Unit: 50100

POID: 0001056490 PO Status: Pend Appr

PO Total: 566107240 USD PO Date: 0411812013

Vendor ID: 0000034409 Telvent USA LLC

Buyer: MIKE.HALL Justification: ~
PO Reference: NORTHERN REGION TOC OPERATIONS No justification entered by buyer. F”B
~ Review Lines

Select Line Item Description Quantity UOM Price Merchandise

Amount Chyecy
o o NORTHERN REGION TOC 1.0000 EA 5,661,072.40000 5,661,072.40 USD
O selectAll/ De-select All | View Lines Details
~ Review | Edit Approvers

POICO for Supervisor Action

~ Purchase Order 0001056490:Pending  [#]start liew Pain
Buyer Supervisor No Req
Pending

McCracken, Stacy (VDOT)
@ Buyer's Supervisor -E

Approval C
‘ 202

I Approve Hold Deny I

Return to Worklist

43 Supervisor enters approval comments (if applicable).

44 Supervisor may Approve, Hold or Deny by clicking on the selected button.

|| [# CARDINAL

Home Workist | AddtoFavortes | Sign out
Favorites - Main Menu > Workist > Workist

@I New Window (@D Help [& Customize Page Ehtp &
Worklist for MIKE.HALL: Hall, Mike (VDOT)

Detail View Work List Filters: | E) Feed ~

Customize | Find | View #

Erom Date Ffrom Work item Worked By Activity Priority LS
McCracken St = o ?ga@ggeorder 171561, 501
racken, Stacy ransaction 1-01- - z Pa
vDoT) 047187201 Acoiowd Approval Workdflow [2-Medium | VHETRESS URIT 50100 Mark Worked R
PO _ID:0001056490
McCracken, St Transacti 4“—‘”—“—‘5& Sseorerg ‘
racken, Stacy ransaction ¥ ] 1901-01-01. N y—
wDoT) 041022013 Approved Approval Workflow 2-Medium v | BUSINESS URIT 50100 Mark Worked Reassign
PO 1D:0001056485
McCracken, St: T cti ?96 (J?eoqlml‘e’o171451 S
cCracken, Stacy ransaction 1-01-01.N
(VDOT) 03/26/2013 Approved Approval Workflow | 2-Medium yj INESS UNIT-5010 Mark Worked feassign

1D0:0001056484

45 Buyer receives email with notification of specific action (Approval, Hold or Denial).
46 Buyer clicks on the Worklist.

47 Click on item hyperlink.
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Worklist | Add to Favorites

Favorites i Main Menu > WnLkBt > Worklist

[# Customize Page
View Approvals

Business Unit: 50100

POID: 0001056490 PO Status: Approved
PO Total: 566107240 USD PO Date: 04/18/2013
Vendor ID: 0000034409  TelventUSA LLC

Buyer: MIKE.HALL Justification:

PO Reference: NORTHERN REGION TOC OPERATIONS No justification entered by buyer. F

» Review Lines
~ Review / Edit Approvers
POICO for Supervisor Action

— Purchase Order 0001056490:Approved (2 ViewHide Comments
Buyer Supervisor No Req

Approved
VMQ racken, Stacy (VDOT)

Buyer's Supervisor
04/18/13 - 12:08 PM

| Comments

McCracken, Stacy (VDOT) at 04/18113 - 12:06 PM
Approved

Return to Worklist

48 Click on Edit PO button.

| Workist | Add to Favorites

Favo_rtes i Ma'n_Menu ™ Wnlkkt > Worklist

@Nemedaw ‘é) Help \ﬂcustumlze Page ﬁ hiip
Maintain Purchase Order

Purchase Order
Business Unit: 50100 PO Status: %
PO ID: 0001056490

Copy From: I:l [J Hold From Further Processing

*PO Date: 04/18/2013 ) vendor Search
Vendor: [TELVENT US-001 q“ Vendor Details
Receipt Status:
*Vendor ID: 0000034409 @, TementUsA LLC Hot Recvd
“Buyer: MIKE HALL @, Hall, Mike (VDOT) “Dispateh Method:
. 1 i
PO Reference: [NORTHERN REGION TOC OPERATIONS &VA PO Type: Ro1_[& Routing Bill endor
VA Order Method: PRNT
Web IMS?: eVA Interfaced: NSEV
eVA Dttm:
Header Details Activity Summary Use Procurement Card
PO Dfafaylls Eg:u(‘mem Status Amount Summary E
Il
PO Adlivities Add ShipTo Comments Merchandise: 566107240
FreightTax/Misc.: 0.00 Calculate
Total Amount: 5.661,072.40 USD
Select Lines To Display
Catalog Item Search Line: @, 1o 0. Retrieve

U Ship To/DueDate  Statuses | feminformation | Affributes |~ RFQ | Confract = Receiving

Line Item Description PO Qty ‘UOM  Category  Price "em’;::u’r; Status

1 B [ @, [NORTHERN = 1.0000 [EA [@, [068846@, 5,661,072.40000 = |[5.661,072.40 Approved ¢ E wE
Close Shori All Lines *Go to: [ _. More __ vl

View Approvals N

|G save |ob RetuntoSearch |[=] Notify &% Refresh |Ebadd| | EIuiipdateDispiay

49 PO is displayed and shows PO Status of Approved.
50 Click on Dispatch button.
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Professional Services Purchase Orders

| wWorkist | AddtoFavortes | Sign out

Favorites  Main Menu > Workist > Worklst
2 New Window ’E) Help ngustomlze Page ] hitp
Dispatch Options
Fax Cover Page: | [ Test Dispatch

— Print BU Comments
Server Name: | aQ Print Duplicate on PO
*Output Destination Type: WEB v Print Chengss Only
Print PO Item Description
Destination Format: PDF v [ Print Copy

Ganeshe) miefteohm

51 Click OK.

P CARDINAL

Workist | Add toFavortes |  Sign out
Fi\m_rles i Ma'n_Menu > Wnlkist > Worklist

D New Window (D Help [ htip
Would you like to wait for confirmation that the PO Dispatch process has completed? (10208,44)

Your request is currently in process. If you choose to wait, once the process has completed, you will be returned to the updated PO. If you choose not to wait, please check the Process Monitor to verify that the scheduled process

Il d before accessing the PO being dispatched.
- wo

52 Click Yes.

| workiist Add to Favorites Sign out

Favorites  Main Menu > Workist > Workist
2 New Window ’;?)Help i_;{Cuslomlze Page ﬁmm e ]

Mail Purchase Order

Purchase Order

Business Unit: 50100 PO Status:

POID: 0001056490

Copy From: v/ [JHold From Further Processing

PO Date: [04r1812013 BJ vendor Search

Backorder Status: Not
= ENT US-001 Create BackOrder
Vendor: ELVENT US-0 Vendor Details Backordered

Receipt Status:
“Vendor I: TehentUsA LLG o ot Recvd )

*Dispatch Method: Print Big
*Buyer: [MiIKE HALL @, Hall, Mike (vDOT) TP e ) = -
PO Reference: [Nor TOC OPERATIONS €VA PO Type: [Ro1 @, Routine Bill vendor
eVA Order Method: PRNT
Web IMS?: eVA Interfaced: NSEV
eVA Dttm:
Header Details Activity Summary E
pe— Docmern g | Amount Summary |
Requisitions Edit Comments
PO Activities Add ShipTo Comments Merchandine: 5,661,072.40
Freight/Tax/Misc.: 000 EsGalouiste
Total Amount: 566107240 USD
Select Lines To Display
Catalog ltem Search g @, 10 O Retrieve

Ship To/Due Date

Statuses tem Information Attributes RFQ Contract Receiving

Merchandise

Line ftem Description PO Qty *UOM Category Price oAt Status
1 ET% NORTHERN REGION TOC Ea 1.0000 EA 96884€@,  5,661,072.40000 5,661,072.40 Approved Q = ==
Close Short All Lines J “Goto: |- More v/

View rovals

|[5] save | [ab Returnto Search =] Notify &3 Refresh

53 Once the Purchase Order is Dispatched, the PO is completed and ready to accept Vouchers.
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Professional Services Purchase Orders

MANAGING TASK ORDERS

Note: Typically, the Purchase Order is your principal tracking document and represents
all activity related to the contract. Line 1 of the PO should represent the entire value of

the contract. Each subsequent line should represent a Task Order executed against the
contract.

48 CARDINAL

Home | Workist | AddtoFavortes | Signout

Favorites | Main Menu > Pmmremegt Contracts > Add/Update Contracts
Contract Entry o
Contract
Contract Version
SetiD: STATE )
Contract ID: 0000000000000000000041135 Version: 1 Status: Current
— . | - New Version Approved Date: 1112812012
Administrator/Buyer: FREDERICK HAASCH Haasch, Frederick G. (VDOT)
~ Header
Process Option: Purchase Order Add Comments ——
Ve . TELVENT US-001 Contract Activities
Primary Contact Info Thresholds & Notifications
Vendor ID: 0000034409 TelventUSA LLC N
--------------- View Changes
Begin Date: 12/06/2012 Contract Releases Current Change Reason
Expire Date: 123112013 Contract Reference
Renawal Dato: L ——
Currency: usD CRRNT Maximum Amount: 5,661,072.40 USD
Primary Contact: 1 Accounts Payable Line ltem Released Amount: 5,661,072.40
‘Vendor Contract Ref: Category Released Amount: 0.00
Description: NORTHERN REGION TOC OPERATIONS Open ltem Released Amount: 0.00
Master Contract ID: Total Released Amount: 5,661,072.40
Tax Exempt Remaining Amount: 0.00
Remaining Percent: 0.00
¥ Order Contract Options
~ Contract tems
Catalog Search ltem Search Search for Contract Lines
TRAFFIC CONTROL SERVICES
i Customize | Find | View 41| B3 | 35 First Kl 4014 T (ast
LEETS  Order By Amount | ftem information | Default Schedule | Release Amounts | Release Quaniiies | Line Groupings
- Include for
Line Item Description uom Category Roloase Status
1 B NORTHERN REGION TOC & Er 9688430 QIR Active
View Cateqgory Hierarchy Cateqgory Search v

54 Typical Professional Services type contract in Cardinal as shown.

55 Click on Document Status hyperlink.
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Procurement Job Aid

) CARDINAL

Document Status

SetiD:

Document Date:
Currency:

Buyer:

Short Vendor Name:

STATE Contract:
12/06/2012 Status:
uUsD Document Type:

Haasch, Frederick G. (VDOT) Released Amount:
TELVENT US-001

Professional Services Purchase Orders

Favo'ntes Manyenu > Prozuremerltcontra:ts > REVEWCOHUB'(tIﬂme'BtIOH > Document Status

0000000000000000000041135
Approved
Contract
5,661,072.40

Home | Workist | AddtoFavortes | Sign out

@ New Window (@D Help [& Customize Page [ hitp

Related Info

3:;"‘"“ Document Type DOC ID Status Document Date  Vendor ID Location

50100 Purchase Order ispatched 04/18/2013 0000034409 MAIN B
50100 Requisition 0002032115 Approved 10/09/2012 B
50100 Strategic Sourcing Event 0000150693 Awarded 11/28/2012 B

(b Return to Search

56 Related Documents to that contract are displayed.

57 You may click on any hyperlink to view/inquire document details. Note: PO ID # shown.

Update PO and add a Task Order as follows:

|

| workist | AddtoFavortes | Signout
avn'm:es i Mah‘Menu > Purchasing > Purchase Orders > Add/Update POs

I New Window (Z)Help [ hitp
Purchase Order
Enter any information you have and click Search. Leave fields blank for a list of all values.

EUCERISETRNETTEN * Add a New Value

Maximum number of rows to return (up to 300): |300

Business Unit: = & @

POID: begins with leD(HUSEAQU I
Purchase Order Date: = v [

PO Status: = > | Al
Short Vendor Name: begins with » @,
Vendor ID: begins with | @,
Vendor Name: begins with v @

Buyer: begins with v @

Buyer Name: begins with ¥ %

PO Type: = v ‘ v
Purchase Order Reference: | begins with v |

Hold From Further Processing (m}

[case sensitive

Clear  Basic Search @@ Save Search Criteria

Find an Existing Value | Add a New Value

58 Navigate as shown and enter PO ID.

59 Click on Search button.
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Professional Services Purchase Orders

| Workist | AddtoFavortes | Signout

Favorites | Main Menu > Purd\vasing > Purchzssorders > Add/Update POs

D New Window (D Help [# Customize Page Tl ntp &

Purchase Order
Purchase Order

Business Unit: 50100 PO Status: Dispatched E x
POID:

0001056420
Copy From: [ ~ [CJHold From Further Processing
~ Header
PO Date: [041812013 B) Vendor Search
R Backorder Status: Not
Create BackOrder
Vendor: Vendor Details . y Backordered
eceipt Status:
“Vendor 34308 TehentUSA LLG e saliGee I
T = *Dispatch Method: Print £
“Buyer: [MIKE RALL @, Hall, Mike (VDOT) s il =
S — [NORTHERN REGION TOC GPERATIONS - VA PO Type: [Ro1 @, Routine Bill vendor
eVA Order Method: PRNT
Web IMS?: eVA Interfaced: NSEV
eVA Dttm:
Header Details Activity Summary E
Pt Lo Bk amountSummary ]
Regquisitions Edit Comments
PO Adtivities Add ShipTo C Merchandise: 5,661,072.40
Freight/Tax/Misc.:
Total Amount:
Select Lines To Display
Catalog Item Search Line: @ 1o @, Retrieve

[EFS  sShip ToDue Date || Statuses | fem information || Aftributes | RFQ || Contract || Receiving

Line ftem Description PO Qty “YOM Category Price "’“’:m"' status
e
1 B NORTHERNREGIONTOC ~ £§ 10000 EA  [96884€@, 5661,07240000 [ 5,661,072.40) Approved (O IS *] ;II
Close Short All Lines “Goto: |- More v/
View Approvals
(5] save | [P ReturntoSearch | | Notify |3 Refresh ) v
60 PO is displayed as shown and matches contract value with one line only.
61 Click on Change Order icon.
Requisitions it Comment
PO Activitie: Add ShipTo C Merchandise: 5,661,072.40
Freight/Tax/Misc.: 0.00 Calculate
Total Amount: 5,661,072.40 USD
Catalog Item Search Line: QTO: ‘
Ship To/Due Date Statuses tem Information Aftributes RFQ Contract Receiving
Line Item Description PO Qty “UOM Category Price "’“’:‘""“ status
1 B NORTHERNREGIONTOC £ 10000 EA  [06884E@, 566107240000 [ 5.661,07240 Approved (> )
Close Short All Lines. “Goto: |- More v/
View rovals
(i) save | [ch Retunto Search | =] oty | | Relresn Bttt |l v

62 Click on plus+ sign to add a row.
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Professional Services Purchase Orders

=

Explorer User Prompt

Script Prompt Tl

Enter number of rows to add:
Cancel

63 Select quantity of rows to be created and click OK.

This action will create a change order. (10250,178)

This PO has been di , aline or

create a change order.

64 Message is displayed as shown.

65 Click OK.
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Procurement Job Aid

Favo‘mes Main Menu > Purchvashq 3 Purmasg Orders > Add/Update POs

Purchase Order

Professional Services Purchase Orders

Add to Favorites |

Sign out

ENewwindow (DHelp [ CustomizePage Enty &

Purchase Order
Business Unit:

Catalog ltem Search

RFQ

Contract

50100 PO Status: Dispatched A X
POID: 0001056490
Copy From: v [JHold From Further Processing
v Header
*PO Date: 04/18/2013 BJ vendor Search
TELVENT US-001 Packordar Stacs: het Create BackOrder
Vendor: Vendor Details Backordered
*Vendor ID: Telvent USA LLC RaCoge:Statt: NotRecvd
“Buyer: WKEFALL *Dispatch Method: VP,r,'"i v g
PO Reference: [NoR €VA PO Type: [Ro1 @, Routine Bill Vendor
eVA Order Method: PRNT
Web IMS?: eVA Interfaced: NSEV
eVA Dttm: E
Header Details Activity Summary
PO Defaults D Status [ Amount Summary |
Requisitions Edit Comments
PO Activities Add ShipTo Comment Merchandise: 5,661,072.40
Freight/Tax/Misc.: 000 | Caleulate
Total Amount:

566107240 USD

Select Lines To Display

| Close Short All Lines

PO Qty *UOM  Category Price Status
1 B NORTHERNREGIONTOC ] 10000 EA  [96884€@, 5661,07240000 | [ 5,661,072.40) Approved (O [ ==
2 B @ =3 |8 & Q o 0.000 Pending | ¢ ES) B =

| More

*Go to:

2" Jine is shown and available for insertion of values.

Catalog Item Search

Rgu |5|!|Qn§ it m nt:

PO Activiies Add ShipTo Comments Merchandise: 5,661,072.40
FreightTax/Misc.: 0.00 Calculate
Total Amount:

5,661,072.40 USD

Line: Q To: X ]

| Details Ship To/Due Date Statuses teminformation | Aftrbutes | RFQ " Contract Receiving
Line item Description SetiD Contract ID Contract Version Contract Line 3':90" Release  Milestone Li
1 B NORTHERN REGION TOC = STATE  0000000000000000000041135 1 1 @ 1
2 B Q = I = I STATE | @ [ & @ L
Close Short All Lines *Go to: I .. More. VI
View Approvals 7

66 Click on Contract tab.

67 Click on Contract Search icon.
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Professional Services Purchase Orders

| workist | AddtoFavorites

Favn'rn:es i Man'Menu > Purchasing > Purchase Orders > Add/Update POs
D New window (D)Help [ Customize Page [ nitp

Contract Search

Search Criteria

SetiD: STATE Vendor SetiD: STATE

Contract ID: [ @ vendorID: 0000034409 Telvent USA LLC
Contract Process Option: | "l Item SetiD: STATE

Description: [ Item ID: Q

Master Contract ID: [ - Item Description:

Contoctternce e catson E—
PO Date: 04/18/2013 Corporate Contract: b

First K 4.50r5 I Last
tem Detail Contract Reference Contract Detail

Contract  COMract
Contract ID 2 Reference ‘:ﬂ'ﬂgﬂw Item 1D Item Description Contract Base Price
Version Type
0000000000000000000041135 1 Linetem 0688430 NORTHERN REGION TOC 5661072.40000
TRANSPORTATION CONSULTING
O |2000000000000000000040503 1lUnettem  |9189501 9189601000 T eE RN Coneot TG 1.00000
SOFTWARE
MAINTENANCE/SUPPORT
D 000000000000032645 1 Line item 9204501 9204501000 SOFTWARE 240000.00000
MAINTENANCE/SUPPORT
SOFTWARE
O |000000000000032645 1Linettem 9204501 5204501000 T NCESUPPORT 360000.00000
MAINTENANCE/SUPPORT
1 Open ftem
68 Click the Search Button.
69 Select the contract/line and click OK.
£0 Defauits Document Stau [ Amount Summary |
Requisitions Edit Comments
PO Activities Add ShipTo Comments Merchandise: 11,322,144.80
FreightTax/Misc.: 0,00 Calculate
Total Amount: 11,322,144 80 USD
Select Lines To Display
Catalog Item Search Line: @ To: . Retrieve

Ship To/Due Date: ftem Information || Attributes

RFQ Receiving

= em Bascription SetiD  ContractD Coniract Version| [Contract Lins E'I:‘g"" Release  |MBsstone Li
1 B NORTHERN REGION TOC =] STATE _ 0000000000000000000041135 1 1 @ 1
—
Iz X @, |NORTHERN == = STATE  [0000000000000000000041135 @ 1 1'@..' @ L
—
Close Short All Lines *Go to: .. More. "l
View Approvals o
. i S

70 Contract ID, Description and Contract Line # default into the line.

71 Click the Details tab.
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Professional Services Purchase Orders

PO Defaulls Document Stalus
Edit Comments

PO Adtivities Add ShipTo Comments Merchandise: 5,661,072.40
FreightTax/Misc.: 0.00 Calculate
Totsl Armumt: 566107240 USD
Select Lines To Display
Catalog ltem Search Line: @ To: 2. Retrieve

F First K 42012 D0 Last

Ship To/Due Date Statuses tem information

RFQ | Contract | Receiving

Line item Description PO Qty *UOM  Category Price Me"r{:“::‘"( Status
1 i NORTHERNREGIONTOC  £7) 10000 EA  [95884¢@, 560000000000 | 5.600,00000 }prmd QB R
2 B il TASKORDER#1 = & [ 10000 [EA@, [06884€@, [61,072.40000 6107240 Pending (0 [ [#]|[=]

72 Edit Description text to identify the Task Order.
73 Insert the value of the Task Order.

74 Decrement line # 1 by the amount of the Task Order. Note: The sum of all lines shall always equal
the original amount of the PO.

75 Click the Attributes tab.

—_— P ot Somman
Requisitions Edit Comments 3
PO Activities Add ShipTo C 1 Merchandise: 5,661,072.40
Freight/Tax/Misc.: 0.00 Calculate
Total Amount: 566107240 USD
Select Lines To Display
Catalog Item Search Line: Q 1o | @, Retrieve

Customize | Find | View A1 | B | 38 st Kl 42002 O Lot

Ship To/Due Date Statuses ftem informat Attributes: RFQ Contract FB

Receiving

Line Item Description Physical Nature *Price Qty *Price Date Amount Only

1 NORTHERN REGION TOC [ Goods v| [Line quaiw] [Due v/ =

2 B Q W:@ lGoods v\ ‘Lme(lualv] \Due v =Ji(=]
e o Close Short All Lines Goto: |- More v

(i) save (oh RetuntoSearch || Notity < Refresh 4 Add | | )

76 Check the Amount Only checkbox.
77 Click the Details tab.
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Professional Services Purchase Orders

| Workist | AddtoFavorites | Signout

Favorites  Main Menu > Purch'amg > Pun:hass Orders > Add/Update POs
2 New Window ‘@Help {j{CuslomuePage ﬁmm &
Purchase Order
Purchase Order

Business Unit: 50100 PO Status: Dispatched A X
POID: 0001056490
Copy From: v [ Hold From Further Processing
~ Header
PO Date: [04r1812013 [0 Vendor Search
- Backorder Status: Not
- 1 Create BackOrder
Vendor: ELVENT US-0 Vendor Detils . . Backordered: e
ipt Status:
*Vendor ID: 0003 T c ocaipt Status: Not Recvd -
= = *Di i Dis;
“Buyer: [MIKE.HALL @, Hall, Mike (VDOT) Dispatch e [Pim &
PO Reference: [:,M JERN REGION TOC OPERATIONS eVA PO Type: [Ro1 @, Routine Bill vendor
€VA Order Method: PRNT
Web IMS?: VA Interfaced: NSEV
eVA Dttm:
Header Details Activity Summary
=L i o sammary
Requisitions Edit Comments
PO Activities Add ShipTo Comment Merchandise: 5,661,072.40
Freight/Tax/Misc.: 000 | Calculate
Total Amount: 5661,07240 USD
Select Lines To Display
Catalog ltem Search v | A 1o 2. Refrieve

WS ship ToDueDate || Statuses | Reminformation || Aftributes || RFQ || Contract | Receiving

Line ttem Description POty *UOM  Category  Price e Status
1 £ NORTHERN REGIONTOC | 10000 EA  [96884E@, 560000000000 | 5600,000.00 Approved O [ [l [=]
2 B @ [TaskoRDER#1 =™ @& [ 10000 [EAQ@ [06884€@, [61,072.40000 61,072.40 Pending )
Close Short All Lines *Go to: ‘ More vj
View Approvals

| €

78 Click the Schedule icon.

urchasing > Purd'msg Orders > Add/Update POs
@New Window @ Help B}Cusmmlze Page E hitp
Maintain Purchase Order

Schedules
Unit: 50100 Vendor: TELVENT US-001 PO Status: Dispatched
PO ID: 0001056490 PO Date: 04/18/2012

Return to Main Page

Find | view Al Fiest Kl 2012 0 [ as
2 Item: TASK ORDER#1 PO Qty: 1.0000 EA Merchandise Amt: 61,072.40 USD

Merchandise
Amount

= 1.0000 §1,072.40000 6107240 Adve | B @ B

Status

Add ShipTo Comments

5] save (ot ReturntoSearch | Notify & Refresh

79 Edit Due Date and Ship To, specific to this Task Order, if necessary.
80 Click the Distribution icon.
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Professional Services Purchase Orders

| workist | AddtoFavortes | Sign out
Favo_n'tes Ma'nvMenu > Purchvasing > Puvd\asgorders > Add/Update POs

2 New Window (2) Help dcuslomlze Page ﬁmm
Maintain Purchase Order

Distributions for Schedule 1

Unit: 50100 Vendor: TELVENT US-001

POID: 0001056490 Item: TASK ORDER #1
Line: 2

Schedule: 1 Status: Active

*Distribute By: Quantity 5./ Schedule Qty:

1.0000
Merchandise Amount: 61,072.40 USD
SpeedChart: Q it Speedcharns Doc. Base Amount: 61,072.40 USD

Chartfields Details/Tax

Asset information Req Detail Statuses

Dist Status Percent PO Qty r:::::tdise Currency *GL Unit Entry Event *Account Fund Program Department Cost Cen
1 Open  [100.000C || 1.0000 61,072.40 USD 50100 @, Al\soum @, (04100@, (604004 @, [19064 @ I
] 2
I oK I:anw Refresh
81 Enter the Task Order project chart of accounts.
82 Click OK and return to main page.
PO Defaule Document Stzlus L e ————
Requisitions Edit Comments
PO Adiivities Add ShipTo Comments. Meorchandise: 5,661,072.40
FreightTax/Misc.: 0.00 Calculate
Total Amount: 566107240 USD
Catalog tem Search tne: | Aqe | @ Retrieve

Customize | Find |

Details. Ship To/Due Date Statuses tem information Aftributes RFQ Contract Receiving

Line ttem Description PO Gty ‘UOM  Category Price Merchandise status

1 B NORTHERN REGIONTOC 8 10000 EA (9688469, 5600000.00000 | 5,600,000.00] Approved O [ [1|[=]

2 B @, [TaskORDER#1  =fA E& | 10000 [EA® [968846@, [61,072.40000 61,072.40 F‘enclmg ES) =
Close Short All Lines Goto: | More v

View Approvals

83 Click the Comments icon.
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|| {#® CARDINAL

Home | Workist | AddtoFavortes | Sign out
Favo'ntes Ma'nyenu > Purm_a:'\g > Purchasg Orders > Add/Update POs

) New Window J) Help ,jcuslomnze Page ) hitp

PO Line Comments

Business Unit: 50100 POID: 0001056490 Vendor: TELVENT US-001
Line: 2
[¥] Retrieve Active Comments Only  Retieve |
*Sort Method: Comment Time Stamp v *Sort Sequence: | Ascending v Sort

Use Standard Comments Comment Status: Active Inactivate Undo |[4]
Use ltem Specifications

i r@
[ send to Vendor [ show at Receipt
[ show at Voucher

Attachment:

From -= PO 50100-0001056490

0K Cancel Refresh

84 Click on the Attach button to insert Task Order related documents.

| 1l#® CARDINAL

Favo'rites Main Menu > Purdwvasng > Purchasg Orders > Add/Update POs

Home | Workist | AddtoFavortes | Signout

File Attachment

|

Upload | Cancel |

85 Click on the Browse button.
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Professional Services Purchase Orders

File Attachment

. ments and ike.hal\Desktop\Task Orde [ Browse.. ]
~Upload | Cancel

86 Select the related document from a file or desktop.

87 Click Upload button.

[ CARDINAL

Favo'rites Ma’n'Menu > Pnrd’\_ashg > Purchasg Orders > Add/Update POs

Home | Workist | AddtoFavortes | Signout

B New Window (D Help [& Customize Page [ http

PO Line Comments

Business Unit: 50100 POID: 0001056490 Vendor: TELVENT US-001

Line: 2

Retrieve Active Comments Only ~ Retieve |
*Sort Method: | Comment Time Stamp v *Sort Sequence: | Ascending b Sort

Use Standard Comments Comment Status: Active Inactivate | Undo | 4]
Use item Specifications

I "Task Order Attached: Provide OPS to Bristol District as specified. I ‘F@

Send to Vendor [ show at Receipt
[ show at Voucher

Attachment: Task_Order___1_Telvent_OPS_Bristol.docx |~ Aachfj View Delete [ emait

From -> PO 50100-0001056490

oK Cancel Refresh

88 Document is attached to Line # 2.
89 Enter text comment.

90 Click OK.
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| workist | AddtoFavorites | Signout

Fa\m'ntes Man'Menu > Purchasing > Purchase Orders > Add/Update POs
~
Purchase Order T
Business Unit: 50100 PO Status: Dispatched A X
PO ID: 0001056490
Copy From: o [ Hold From Further Processing
~ Header
*PO Date: 04/18/2013 BY vendor Search
Backorder Status: Not
- . o Create BackOrder
Vendor: Vendor Details fecaint stat Backordered <
“Vendor D TelventUsA LLC crews ot Reers
. ethod: 5 Bispatch
*Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispateh i
PO Reference: |-| 'RTHERN REGION TOC OPERATIONS @VA PO Type: RO1 @ Routine Bill Vendor
eVA Order Method: PRNT
Web IMS?: eVA Interfaced: NSEV
eVA Dittm:
Header Details Activity Summary
PO Defaults Document Status Amount Sl.“mary
Requisiti Edit C:
PO Adtivities Add ShipTo Comments Merchandise: 566107240
FreightTax/Misc.: 0,00 Calculate =
Total Amount: 566107240 USD
Select Lines To Display
Catalog tem Search Line: Q1o [ AL Retieve
Ship To/Due Date Statuses ftem Information Attributes RFQ Contract Receiving
Line Item Description PO Qty *UOM  Category Price "emm’r: Status
1 B NORTHERN REGIONTOC |, 1.0000 EA 96884¢@,  5600000.00000 [ 5,600,000.00 Approved| (2 [ [l [=]
2 B @, [TAsKORDER#1__ =f® #& [ 10000 [EA/® (9688469, [61,072.40000 6107240 Pending @ @ | =]
_ Close Short All Lines Goto: |- More v
View Approvals
|[5) save [t Returnio Search | Notify &% Refresh |Bhirdd.| | FTipateiDisplay
v

91 Click Save.

Favorites - Main Menu > Purchvas'ng > Purchassorders > Add/Update POs

Home |

Workist | AddtoFavortes | Sign out

L@New Window (2) Help dcustomlze Page ﬁ hitp
Change Reason

Enter a reason code and comment for making changes that are being tracked.

Unit: 50100 POID: 0001056490

Reason Code: |OTHER Q

Comment: ]Added Task Order # 1 (Bristol) to the i
|PO. MJH 4/18/13

[Juse Same Reason Code

92 Enter Reason Code and Comment.

93 Click OK.
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Purchase Order

Business Unit: 50100 PO Status: A X
POID: 0001056490
Change Order: 1
Copy Fromt: v [JHold From Further Processing Ciiirant CléanoaRes
~ Header
*PO Date: [0art8r2013 [ Vendor Search

Backorder Status: Not

Create BackOrder
Vendor: Vendor Details Backordered
Receipt Status:
*Vendor ID: ) 44 TelventUSA LLC P! Not Recvd

*Di thod: | Jispataeh |
*Buyer: Hall, Mike (VDOT) i e L il RS
PO Reference: N ERN REGION TOC OPERATIONS VA PO Type: [Ro1 '@ Routine Bill Vendor
eVA Order Method: PRNT
Web IMS?: eVA Interfaced: NSEV
eVA Dttm:
Header Details delitecumaan
S S Chmontsommary ]
Requisitions —— .
PO Activities Add ShipTo Comments Merchandise: 5,661,072.41
FreightTax/Misc.: 0.00 Calculate
Total Amount: 566107241 USD
Add Items From Select Lines To Display
Catalog Item Search Lne: | Q 10: @, Retrieve

Details Ship To/Due Date Statuses kem Information Attributes RFQ Receiving
- B . Merchandise

Line Item Description PO Qty 'UOM  Category Price i Status

1 B NORTHERNREGIONTOC & 10000 EA  [968846@, 5600,000.00000 | [5600,000.00] Pending {> B H=|=

2 &) TASK ORDER # 1 8 10000 EA  [968846@, [61,072.41000 [ 6107241 Pending @ e} #=E=
94 Purchase Order changes to Pending Approval.
95 Click on the Edit Comments icon.

Home | Workist | AddtoFavortes | Signout
Favorites - Main Menu > Purchasing > Purchase Orders > Add/Update POs
@Nemeuow @Help {_-,/Customvze Page ﬁhnp

PO Header Comments

Business Unit: 50100 POID: 0001056490 Vendor: TELVENT US-001 Change Order: 1

Retrieve Active Comments Only
*Sort Method: [ Comment Time Stamp v/ *Sort Sequence: Ascending v Sot |

Use Standard Comments Comment Status: Active Inactivate

This PO is a result of Contract # 41135, RFP # XX0000OXXXX and is for billing purposes only.

Send to Vendor [ show at Receipt
[ show at Voucher [ Approval Justification
Attachment: EW 1 Email

From -> PO 50100-0001056490

OK Cancel Refresh

96 PO Header Comment is shown.

97 Click on the plus box to add a comment.
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PO Header Comments

Attach

Attachment:

From -» PO 50100-0001056490

I 0K I Cancel Refresh

Business Unit: 50100 POID: 0001056490 Vendor: TELVENT US-001 Change Order: 1
Retrieve Active Comments Only Retrieve |
+Sort Method: [ Comment Time Stamp v| “Sort Sequence: Ascending v Sort
Comments Find | View Al First Kl 2012 1 ast
rs " ctat Active Inactivate [+
I Inserted Line 2 "TASK ORDER # 17 for Bristol project Value or TOis $61,072 IE'@
Send to Vendor Do at Bacain
Show at Voucher [¥] Approval Justification

98 Enter comment(s) specific to this Task Oder # for approval justification.

99 Check Approval Justification checkbox.

100  Click OK.

Purchase Order

Business Unit: 50100

POID: 0001056490

Change Order: 1

Copy From: b

*PO Date: (041182013 [ Vendor Search
Vendor: Vendor Details
*Vendor ID: [o000034408 ] Tewentusa LLG
“Buyer: MIKE HALL @, Hall, Mike (vDOT)
PO Reference: | JORTHERN REGION TOC OPERATIONS
Web IMS?:

Header Details Activity Summary

PO Defaults Document Status
Requisitions Edit Comments
PO Activities Add ShipTo Comments

Catalog ltem Search

Line: ‘

PO Status:

[ Hoid From Further Processing

Backorder Status:
Receipt Status:

*Dispatch Method:

eVA PO Type:

€VA Order Method:
eVA Interfaced:
eVA Ditm:

Pend Appr A X

Current Change Reason

Not

Backordered Create BackOrder

Not Recvd
Print | Bispatot
[R01 @, Routine Bill vendor

PRNT
NSEV

Merchandise:
FreightTax/Misc.:
Total Amount:

Receiving

5,661,072.41
0.00
5,661,072.41 USD

Calculate

A 1o; [

@, Retrieve

LEUS  Ship ToDue Date | Statuses | feminformation | Atiributes | RFQ || Contract
Line Item Description PO Qty
1 B NORTHERN REGION TOC E}, 1.0000 EA
2 B TASK ORDER #1 g& 1.0000 EA

Close Short All Lines

View Approvals

[oh Return to Search | =] Notity |3 Refresh

*UOM  Category

96884€@,  5,500,000.00000

[o6884£Q, [61,072.41000

*Go to:

B Merchandise
Price J— Status
5,600,000.00| Pending ¢ S &l =]
61,072.41| Pending @ = B =
| _More . v

101
102

Click Save.

Click the View Approvals hyperlink.
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| CARDINAL

Home | Workist | AddtoFavortes | Signout
Favavmes ManvMenu > Purch'asing > Purchasgorders > Add/Update POs

[# Customize Page
View Approvals

Business Unit: 50100

PO ID: 0001056490 PO Status: Pend Appr

PO Total: 566107241 USD PO Date: 04/18/2013

Vendor ID: 0000034409  TelventUSA LLC

Buyer: MIKE.HALL Justification:

PO Reference: NORTHERN REGION TOC OPERATIONS (Inserted Line 2 TASK ORDER # 1" for Bistol =

project. Value or TO is $61,072
EditPO

~ Review | Edit Approvers

POICO for Supervisor Action

 Purchase Order 0001056490:Pending %;:—ew———-——- i

Buyer Supervisor for ChngOrd

Pending
McCracken, Stacy (VDOT:
E

[ Comment History

Return to Purchase Order Approval History

103  The View Approval page is shown. Note: Justification comment is displayed.

104  The Supervisor is notified via email and the PO is on their worklist for action.

Note: Approval is required by the Supervisor only. The total value of the PO does not change with
the insertion of new lines, along with the decrement of line 1 for the value of each new line.
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